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ABSTBACT 

The aanual is the first of six student nanuals for 
use in a course on occupational health and safety for supervisory 
personiic.* The aanual contains lessons 1*3 of the 15 
consecutively-numbered lessons, each of which contains study 
questions (and answers) interwoven with the text and review questions 
at the end of each section. Lesson 1 (three pages) is a brief 
informative in production to the problems of occupational health and 
safety with a set of instructions for the manual's use. Lesson 2 (28 
pages) is an examination of the Occupational Safety and Health Act of 
1970 with respect to definitions, permanent and temporary emergency 
standards, inspections, the Federal Begister, citations and proposed 
penalties, x^he Occupational Safety and Health Beview Commission, 
recordkeeping requirements, and State programs. Lesson 3 (15 pages) 
is a survey of the types of reco'-ds kept by the employer, with saipple 
forms and case histories. (JB) 
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LESSON 1 



INTRODUCTION TO OCCUPATIONAL SAFETY AND HcALTH 

For tht' past several years,^ the number of employees killed has averaged 14,200 a year. From 1960 through 
1970 there were over 150,000 fatahties. In 1972, more than 50 million employee-days were lost because 
of disablinq injuries, and the known cost of accidents- not countmg property damage— was over $11.5 
billion Unknown costs,^ resulting directly from accidents but not recorded, or not possible to record, are 
several t»mes higher These figures do not include most of the deaths and disabling illnesses from 
occupational disease Most of these were not recorded before enactment of the Williams-Steiger 
Occupational Safety and Health Act of 1970. 

Recently, employers, unions, employees, and various government agencies have seen the need for 
developing effective progra»Tis to improve occupational safety and health. The importance of keeping 
employees safe and healthy has achieved such wide-spnad recognition that a broad and detailed national 
program finally has emerged 

Everyone is beginning to realize there is in obligation to protect individuals *rom on-the-job accidents and 
illnesses Smct' no one wants to be rei>ponsible for the death or disability of a worker, this training course 
hjs been created to help protect you and those you supervise from occupational hazards 

Disabling Injurtes 

While more than 50 million employee days were lost in 1972, it's obvious that great losses in employee 
productivity,, not to mention the 14,000 employees killed, were recorded For example, it would take 
188,000 men working for one year,^ five days a week, eight hours a day, with no vacations or time off, to 
make up for this lost time These figures point out that too many employees are disabled from industrial 
accidents However,, many disabling injuries can be prevented. 

In 1972,, the total cost for work accidents, NOT INCLUDING PROPERTY DAMAGE, was equal to the 
amount to buy a $40,000 house for almost 500,000 families Statistics indxate that many employees are 
killed needlessly orseric'isly injured in industrial accidents. 

Every employer should make a serious effort to provide a safe and healthful workplace for his employees 
It's good business and eventually will increase employee productivity and decrease lost production time. 

It !S impossible to put a dollar value on the tremendous wasted ability and contributions lost to society 
because of the death or disability of a fellow human. Thus, it is important to CONSTANTLY REMEMBER 
when you study this course that an EMPLOYER has the obligation to follow the "letter" as well as the 
"spirit" of the law to keep his employees safe and healthy on the job. 

Your Task 

As the immediate manager over employees,, you represent the employer. To many of those you supervise, 
you probably are thought of as the employer There is no doubt that you would be affected in many ways 
if you saw a safety or health HAZARD and did nothing about it, especially if that hazard eventually caused 
one of those you supervise to be killed or injured. 

Therefore,^ it is your OBLIGATION to protect employees from unsafe and unhealtbful conditions. The 
information contained m this course should help you 
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Attempts to improve the working conditions of employees have combined to make employers aware that 
the safety and health of employees is part of good business practice. Over a hundred yea'^ of trying to 
make workplaces safe and healthful has brought us the Act. This law, more complett than anything 
previously enacted, stresses that the government and the people it represents are committed to the safety 
and health of working men and women anywhere in the Nation. 

Your position enables you to be one of the best informed and frequently consulted individual m the 
company when working changes are being considered Therefore, you can be of invaluable assistance when 
a SAFETY AND HEALTH PROGRAM is being developed. First, you must know what's involved in a good 
program 

To develop an effective safety and health program, an employet needs to study more factors than |ust how 
an employee was injured or became ill on the job. 

Employers must look at how to control ALL OCCUPATIONAL INJURIES and ILLNESSES. This includes 
not only accidents that cause injury and property damage, but also NEAR-MISSES. They should be studied 
because the situations that cause them usually will cause serious injuries and illnesses, either now or later. 

Supervisors should recognize that it is a regular part of their job to direct their attention to safety and 
health factors on the job to reduce, and eventually eliminate, the causes of death, injury, and illness. 

This course in the principles and practices of occupational safety and health covers many topics that will 
help you to eliminate or control hazards in your workplace. 

• The requirements of the Act 

• Fundamentals of accident prevention and control 

• Accident investigation and analysis 

• Classification and analysis of safety and health hazards 

• Facility inspection for safety and health hazards 

• Personal protective equipment 

• Emergency care 

• Fire loss control 

• Communications and motivation 

• Training procedures 

• Available resources 

• Supervisory guidelines 

The ultimate goals and the final results of this course are to help you understand the law, its requirements, 
and to develop methods for preventing those you supervise from being killed, injured, or becoming ill on 
the job 
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INSTRUCTIONS TO TRAINEE ON HOW TO USE THIS COURSE 



This course presents information concerning the OSHA program using a modified programmed instruction 
method The following study procedures will help you gain as much < s possible from each lesson. 

Read all information carefully and then write in the answer to the question or series of questions that call 
for an active response. The questions are identified by cons'^cutive numbers in each lesson. The correct 
answers are on the top of the page following the questions. The questions are of the MATCHING. FILL IN 
THE BLANK (COMPLETION), and MULTIPLE CHOICE variety. 

Careful and concentrated reading of the material will reward you with "getting the right answer" almost 
every time 

You are the sole judge of the amount of progress you wish to make at one sitting. Take your time and try 
to learn the material on the first attempt If you do answer incorrectly, draw a line through your incorrect 
answer and then insert the correct answer. 
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LESSON 2 

THE OCCUMTIONAL SAFETY AND HEALTH ACT OF 1970 



The purpose of this lesson is to break down the OCCUPATIONAL SAFETY AND HEALTH ACT OF 1970 
to make it easier tor you to understand without having to read the entire Act You will be learning about 
employer and employee nghts and responsibilities, the rules or standards that must be complied with,, 
inspections by Compliance Safety and Healtfi Officers, violations, citat., ns, penalties, variances, apppdis. 
recordkeeping and state and federal safety and health progtams 

Each of these topics will be amplified m detail in subsequent lessons This lesson covers primarily the scope 
of the Act 

DEFINITIONS 

Throughout this lesson we will often be defining words or phrases that appear in the Act This is done to 
help you learn and understand the specific terms that are used in the Act as well as the terms found in the 
daily issue of the FEDERAL REGISTER or the CODE OF FEDERAL REGULATIONS. These definitions 
also will help you in your understanding of t^irms used by a Compliance Officer when that official comes to 
inspect your employer's workplace. Each v/ord or phrase to be defined will be followed by a star (*). If the 
definition is a phrase,, it will be enclosed in ^notation marks followed by ? star. The following examples will 
give you an idea of how these symbols will be used 

• The employer shall comply with promulgsted* standards. (In this example, the word PROMUL- 
GATED will be defined.) 

• The employer shall comply with "promulgated standards "* (In this example, the phrase 
PROMULGATED STANDARDS will be defined.) 

To find the definition, turn to the end of this lesson to the section entitled DEFINITIONS. 

The Act was signed into law in December 1970 by ^he President of the United States The law states that* 

• Eacn employar- 

- shall furnish to each of his employees employment and a place of employment which are free 
from recognized hazards* that are causing or are nkely to cause death or serious physical harm 
to his employees; 

-shall comply with occupational safety and health standards pronnulgated* under this Act; 

• Each employee- 

-shall comply with occupational safety and health standards and all rules, regulations, and orders 
issued pursuant* to this Act which are applicable to his own actions and conduct. 

1 Generally stated, the Act requires the employer to t jrnish to his employees a workplace that is 
free from recognized hazards to their and « 
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2 According tp the Occupational Safety and Health Act, workplaces must be free from 
safety or health hazards that cause or are likely to cause serious physical 
or 

The Act also sets up procedures for the adoption, publication and enforcement of occupational safety and 
health standards covering every employer having one or more employees whose activities AFFECT 
INTERSTATE COMMERCE. 

3 This Act, as its name implies, is directed toward both the safety and health of employees. 
Throughout the lessons, keep in mind that accidents in the workplace include incidents that cause 
injury, as well as those incidents or cor^ditions that impair* the health of an employee. The Act is 

aimed at both the safety hazards and the hazards that affect employees in their 

work area. 

You have seen from the information given to you up to this point that it is the legal responsibility of both 
the employer and the employee to follow the standards promulgated under the Act. Since no one wants to 
injure or kill an employee or make him sick due to hazards in the work area, employer and employee also 
should want to do the right things to provide safe and healthful conditions 

4 While It IS true that the employer has a obligation to follow the standaros 

promulgated under the Act, he also has a humanitarian responsibility to try to provide a safe and 
healthful workplace.^ 

The Act should not be viewed as ")ust another law" to follow The Act was enacted so that employees, 
INCLUDING YOURSELF, can work in an area that is free from safety and health hazards. 

You probably have walked around your work area and wondered what you could do to help protect those 
you supervise from safety and health hazards. Most conscientious supervisors try to Hdy attention to such 
things. This course can help you a great deal. If you learn, and then put into practice, the contents of this 
v^ourse you can, not only help your employer by pointing out specific hazards in your work area, but also 
help employees you supervise by explainrng to them their rights and responsibilities under the Act. 

Only when there is complete COOPERATION between the employer and his or her employees, and 
voluntary compliance by both parties with both the letter and the spirit of the law, will your efforts 
eliminate safety and health hazards frorr. the work area 

OCCUPATICMAL SAFETY AND HEALTH STANDARDS 

5 As stated earlier, the Act sets up the procedure for the adoption, publication, and enforcement of 

safety and health covering every employer who has employees engaged in 

activities which affect interstate commerce. 

Two agencies, one in the U.S. DEPARTMENT OF LABOR, and the other in the U.S. DEPARTMENT OF 
HEALTH, EDUCATION, AND WELFARE have been created by the Act to carry out tlie provisions 
mentioned above.. The responsibilities for the Department of Labor are being met through an organi7'tion 
known as the OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION (OSHA).. This agenc/ will 
be discusseo m more detail later in this esson. The responsibilities for the Department of Health, 
Education, and Welfare are being met through an agency known as the National Institute for Occupational 
Safety and Health (NIOSH). 
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ANSWERS TO QUESTIONS 



1. safety health 

2. harm death 

3. health 

4 Legal. Whether you are trying to make your workplace safe and healthy because you tnmk 
you owe that kind of consideration and respect to your fellow man or jf you are simply tying 
to stay out of trouble with the law, you are doing the cojrect thing when you pay special 
attention to the occupational safety and health of your employees. 

5. Standards* {Don't forget that the symbol "*" indicates that the word is defined at the end of this 
lesson.) 



The Act gives OSHA the responsibility of issuing the detailed sa^jty and health standards that must be 
followed by both employers and employees. There are three different types of standards. These are:, 

• Initial OSHA Standards 

• Permanent Standards 

• Emergency Standards 

Turn to the next page for a graphic descitption of these standards. 

The EARLY OSHA STANDARDS consisted of certain established Federal and national consensus 
standards which were in existence when the Act was passed. These standards had been generally accepted 
by the industries involvjd, the Federal government and organizations such as the AMERICAN NATIONAL 
STANDARDS INSTITUTE and the NATIONAL FIRE PROTECTION ASSOCIATION. 

OSHA could adopt any of such standards in the first two years after the effective date of the Act. 

6 Looking again at the chart on the next page, where do the early OSHA Standards come 
from^ 

a. 

b. 



7. Every employer covered by the Act is required to comply* with the Standards 

that are applicable to his or her establishment. 

a Which of the following choices indicates where the OSHA Standards were obtained^ 

a existing federal standards from before this present law 

b your employer 



c. Standards adopted by national standard development organizations 
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ANSWERS TO QUtSl IGNb 

6 d Existtnij f;,derdl btdoddfUb b Ndtiondl ^-onsensus standaids 

7 OSHA 

8 d r 



9 Did these OSHA Stdnddrrii ex»st m oaher f-ederdi or ndHundl sXdOdard development organizations 
pno* to the estdbhshment of the Act> 

In d few cases, some of Jhe early OSHA Standards have been found to be m need of chdnge Generdlly, in 
mdkingdidnyes.ds m developing new staf>ddrds, OSHA must publish notice in the FEDERAL REGISTER of 
dny proposed ihdfuje and give dn opportunity to interested parties to comment in wr.ung or at a public 
hedruig on the changes 

THE FEDERAL REGISTER 

;f tt seems to you it these reguldtions we Cdll "stdnddrds" are "mportant. you're right* At this point you 
may be askmy yo'.if self where you can get d copy o' the standards >o you can read them ar ^ know what the 
"rules" are All standaids can be found m a government publication called the FEDERAL REGISTER The 
FEDERAL REGISTER is an official publicatr i or the Federal Governmert It contains not only 
occupational safety and health standards, but aisc all important announcements, notices, rules and 
regulations as published by the many regulatory organizations within the Federal government All 
employers affected by the Act are responsible for being aware of, and complying with. ALL notices 
pubhshed m the FEDERAL REGISTER that affect their establishments. 

Another source, which i.ay be used m coniunctton with the FEDERAL REGISTER, is l.ie CODE OF 
FEDERAL REGULATIONS (CFR). This annual publication contains the official safety and health 
standards promulgated by the Secretary of Lab<ji. The CFR can be purchased from the Government 
Prtr ting Office Also, for an additional charg'^. th*? CFH offers a seivice that »s designed to notify the user of 
additional actions published m the FEDERAL REGISTER. Both the CODE OF FEDERAL REGU- 
LATIONS and the FEDERAL REGISTER are valuable references fo» the employer 

10 T he — will list all specific safety afKJ health requirements. 

It IS suggested that y .^ur employer subscribe to this daily publication anr' that someone in the 
company be assiqned to skim over each issue to see what might be there that concerns your 
employer. Then, il something is found, you can be told about it in one of your safety meetings 
Your employer shoulJ also get the CODE OF FEDERAL REGULATIONS mentioned 
previously. The address where to write for a subscription can be found m Lesson 14. 



PE RM AN E N T STAN DA R DS 

These rules may be found m the 29 Code of Federal Regulations. Part 191 1 The Secretary may appomt an 
advisory committee composed of representatives or employers, employees, state governments and various 
experts and professionals to assist him, The Secretary of Labor must publish any proposed standard in the 
FEDERAL REGISTER 
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ANSWERS TOQUEsnONS 



► d Yes Quite a few of these standards appeired in previous laws that dealt with the safety and 
health of employees m specific occupations For example,, the construction industry and the 
longihor»ng industry 

0 FEDERAL REGISTER Another publication which would be helpful can be obtained from the 
OSHA Office of Information This publication is called JOB SAFETY & HEALTH. 



n All interested pa. ties have 30 days after publication in the FEDERAL REGISTER to submit 
their viev. on the proposed permanent standards These views must be submitted to the Secretary 
of Labor We used the phrase "all interested parties" above Do you think both the employer and 
employee can submit their views on these standards^ 

d Yes 

b No 

12 Usually any person or group affected by the new or revised standards is considered to be an 

interested party Such individuals or youps have_ days after publication of the 

proposed standard to request a public hearing concerning the starnJard. 

13. ' should be pointed out at this time, that the request to the Secretary of Labor for a hearing on 
the proposed standard must be in writing If you intend to make such a request, and if you have 
any questions regarding the format of your written request, U would be best to contact your 
OSHA Area Dtrector (address given in Lesson 14| All requests for a hearing on a proposed 

standard must l)e made in to the Office of the Assistant Secretary, Occupational 

Safety and Health Administration, U S. Department of Labor, Washington, D C 20210. 

14 If a hearing is requested to challenge, object to, or question a proposed pe^nanent standard, 
everyone will have the opportunity to voice his or her opin'on on making the standard tighter or 
looser, narrower or broader Therefore, any interest*»d oarty can challenge a proposed 
and seek its change. 

Withm 60 days jfter the hearing has been held, the Secretary of Labor will issue a rule promulgating, 
modif y»ng, or revoking an occupational safetv o^ health standard. 

A standard is established so that an employee is protected to the greatest degree practic -I The standard 
cannot be set arbitrarily It must be based on the best available evidence, insuring that no employee will be 
injured or become «ll because of hazards in the work area 

15 Does the promulgdtion of any standard guarantee that no employee will be injured or become ilP 

a Yes 
b. No 

The primary reason standards are promulgated is to establish specific requirements designed to protect 
employees from safety and health hazards. 
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ANSWERS TO QUESTIONS 



11 a. Yes "All interested parties" can include more than just the employer Groups such as 
employee union representatives, trade associations, professional societies and experts in a specific 
area, or others with a legitimate concern about the ^jbject, can submit their views to the 
Secretary of Labor 

12 Thirty 

13 Writing 

14. Standard 

15. b No. The standards set guidelines, they cannot keep an employee from being injured or 
receiving a job-related illness The standards cannot save lives unless they are enforced in your 
work area 



For example, these absolute measures may be in terms of specific heights of stair raihngs, specific times 
that items need to be inspected, or limits that pertain to the maximum exposure level for employees to 
specific contaminants such as radiation or harmful ovists. 

For fairness, OSHA is permittee to delay the effective date of a permanent standard to permit employers a 
chance to familiar ije themselves with it, so that they can prepare to follow the specific requirements of that 
standard. This delay can be up to 90 days from the date of notification that the standard has been 
established Certain other delays in effective dates may be provided 

TEMPORARY EMERGENCY STANDARDS 

The third type of standard that we will discuss is called a TEMPORARY EMERGENCY STANDARD. 
OSHA may provide, without regard to process requirements, for an emergency temporary standard to take 
effect immediately upon publication m the FEDERAL REGISTER, if he determines a) that employees are 
exposed to grave danger from exposure to substances or agents detei mined to be toxic or physically 
harmful or from new hazards, and b) that such emergency standard is necessary to protect employees from 
such danger 

16 A temporary emergency standard is usually promulgated when employees are susceptible to grave 
or imminent danger from exposure to substances or agents, or physical conditions determined to 
be toxic or physically harmful When the Secretary of Labor determines that employees are 

to toxic or physically harmful substances or agents or conditions, a 

temporary emergency standard will be promulgated 

17 A TEMPORARY EMERGENCY STANDARD can stay in effect up to 6 months from time of 
issue It must be replaced within this time period with a standard. 
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ANSWERS TO QUESTIONS. 



16 Exposed 

17 Permanent 



VARIANCE 

Employers may seek variances*, tolerances, or exemptions from the requirements from specific OSHA 
standards. There dre foui situations or conditions which will permit employers to seek variances One of the 
Situations is described below. 

An employer may seek a TEMPORARY variance from a standard due to lack of personnel, materials, or 
equipment, or because of the fact that the construction or alteration of the facilities in question cannot be 
completed by the effective date of the standard In applying to the Secietary of Labor for the variance, the 
employer must state 

• the standard aga»nst which relief is sought,, 

• the reasons why the employer cannot comply, 

• what the employer will do or has done to protect employees against the hazard dealt with in the 
standard, and what has been dene or will be done to comply,; 

• on what date the employer thinks he can comply; 

• a certificat'on that a copy of the application has been turned over to the employee's authorized 
representative and a summary of the application posted in the workplace where notices are 
normally posted 

18 The fact that an employer cannot fmancialty afford to operate under the standard is not a valid 
reason for seeking a variance One of the mam points to keep in mind about this type of variance 
("on what date the employer thinks he can comply" above) is that the employer must 
eventually with the standard. 

19. The Act requires that the employer POST a summary of the application for a 
tn a place where "^ot'ces are normally posted 

A second type of variance from a standard involves the submission of proof to OSHA by the employer that 
the means, methods, or conditions of his operations provide the same protection to employees' safety and 
health as would be provided by exact adherence to the OSHA Standards. 

These variances, if granted, are permanent unless revoked or modified pursuant to an application for 
revocation or modification by affected employers, employees, or by OSHA 

Affected employers and employees may request a public hearing on any such variance request. 

A third situation m which an employer can obtain a variance, tolerance, or exemption from a standard is 
when the compliance with a standard would seriously impair the NATIONAL DEFENSE of the United 
States 
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ANSWERS TO QUESTIONS. 



18. Comply 

19. Varjance This will let all employees know that the employer has apphed for a variance A copy 
of the application must be available upon request for review 



The fourth sUuation m which an employer can obtain a variance, tolerance, or exemption from a standard 
IS when the employer is participating in an approved ennployer safety and health experiment sponsored by 
OSHA or NIOSH. Approval for a variance in this type of situation must come from the appropriate 
Secretary,, which would be either the Secretary of Labor,, or the Secrtidry of Health,, Education, and 
Welfare 

20 Can an employer disregard a standard if he or she didn't have prior approval tn the form of a 
variance from OSHA or NlOSH> 

a. Yes 

b. No 

Before continuing, one additional point needs to be made about the different types of standards 
mentioned 

All standards, whether temporary emergency or permanent, are subiect to review. Any person adversely 
affected can obtain a court review of a standard without waiting until the enforcement machinery is set in 
motion This can be done up until the 60th day f; om the date of promulgation* of the standard, by filing a 
petition attacking the validity of the standard m the U S. Circuit Court of Appeals for the circuit where the 
person lives; or, m the case of an employer, at his principal place of business 

21. This means that any person adversely affected by a standard can _that 

standard in a U S Court of Appeals. 

REVIEW 

Quite a lot of material has been covered up to this point. It might be a good idea to review a few of the 
mam points of the Occupational Safety and Health Act of 1970 before adding more new information 

22 The Act requires the employer to furnish a workplace that is free from recognized 

and hazards likely to cause death or serious physical harm. 

23 Under the Act, OSHA is authorized to promulgate occupational safety and health 



24. What are the two types of standards 

a. 

b. 
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ANSWERS TO QUESTIONS: 



20. No 

21 Appeal 

22 Safety Health 

23 Standards 

24. a Permanent b Temporary Emergency 



25 If an employer wishes to seek a variance from a specific standard, a written request is made for a 
variance, usually, to the Secretary of 

26 Requests to OSHA for a variance 

a may be made by telephone 
b must be in writing 
27. All standards will be published in the 



28 If any interested person or group objects to a PROPOSED STANDARD for any reason, a hearing 
may be requested by dtrectly to: Office of the /.ssistant Secretary, Occupa- 
tional Safety ana Health Administration, U.S. Department of Labor, Washington, D.C. 20210. 

29. The Wilhams-Steiger Occupational Safety and Health Act of 1970 sets forth the 
obligation of employers and employc*»s. 

Up to this point we have stated the "LETTER" of the law,^ but have not given specific ment!on to the 
"SPIRIT" of the law. The Act was enacted to reduce death and injury in establishments across the country. 
To be effective,^ every employer and employee must WANT to protect each other from snjury or Illness. The 
Act sets specific guidelines and requirements, but cannot be completely effective until all interested parties 
make a combined effort to assure the safety and health of every employee affected by the Act. 



INSPECTION OF WORKPLACES 

As was previously mentioned, the Act set up specific procedures for the enforcement of the 
safety and health standards. It is the duty of OSHA to determine whether employers are 
complying with the standards 

Th«^ letters OSHA stand for and . 

Administration. 
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ANSWERS TO QUESTIONS. 



25. Labor. When an employer is participating in a research experiment for the Department of Health, 
Education, and Welfare,^ the employer would request a variance from the Secretary of Health, 
Education, and Weltare This is the only case in which a variance can be requested from a 
department other than OSHA. 

26 b 

27 FEDERAL REGISTER 
28. Writing 

29 Legal 

30 Occupational Safety Health 

As was mentioned previously, this agency is a part of the Department of Labor. 



To effectively enforce t'"'^ standards, OSHA has developed a program to inspect establishments affected by 
the Act Inspections are made by OSHA representatives who are known as Compliance Safety and Health 
Officers, or "Compliance Officers." The Compliance Officer will be investigating an establishment to: 

• determine whether the employer is complying with the safety and health standards promulgated 
under the Act, and 

• determine whether the employer is furnishing a workplace to his employees free from recognized 
safety and health hazards that arj causing, or likely to cause, death or serious physical harm. 

31 From the information given to you m this item, you can see that it is the role of 
the Officer to look for violation of safety and health standards. 

Every Compliance Officer is legally AUTHORIZED; 

• to enter, without delay and at reasonable times, any workplace where work is performed by an 
employee of an employer who is affected by the Act; 

• to inspect and investigate, during regular working hours and at other reasonable times, all 
pertinent conditions, structures, machines, apparatus, devices, equipment and materials, 

• to question privately any employer^ owner,^ operator, agent, or employee, and 

• to review the records that are required by the Act and other records which are directly related to 
the purpose of the investigation {we will discuss the record keeping requirements of the Act later 
in this lesson). 

32 The mam duty of a Compliance Officer is to inspect a workplace to determine whether any 
safety and health exist. 

33 The Compliance Officer is legally to question any employee during his 

inspection 
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ANSWERS TO QUESTIONS. 
31. Compliance 
32 Hazards 
33. Authorized 



34 As you can see frorn statement No 2 of the Comphance Officer's Authorizations, he usually will 

inspect ail aspects of a__ that are causing or likely to cause death or ser»ous physical 

harm to an employee 

AH inspections will be made at reasonable times during regular working hours or at other reasonable times. 
Except in unusual circumstances no advance warning will be given as to the day or the time that an 
inspection wtll be made at your workplace. Under certain circumstances, advance notice will be given. 
These circumstances are: 

• where an imminent danger* is indicated (this concept will be discussed later in this lesson); 

• where inspections will be conducted after regular working hours; 

• where it is necessary to assure the presence of representatives of the employer and employees; 

• where the Area Director of OSHA determines that advance notices would enhance Jhe 
probability of an effective and thorough inspection. 

35. Usually.^ notice of an inspection will not be given to an employer. 

36. The information in the previous paragraph, statement no. 3, indicates that both an employer and 

an authorized ^ representative may accompany a Compliance Officer during 

his inspection of the workplace. 

OSHA has a specific system of priorities to help determine when it should inspect a workplace* 

• An imminent danger situation is alleged to exist; 

• there has been a catastrophe and/or a fatality, 

• a complaint has been filed with the OSHA Area Office; 

• the establishment is in one of the target industries; 

• the establishment is selected on a random basis from among all companies of all sizes all across 
the country, in accordance with the following factors: 

37. The vast majority of employers are sincerely concerned with the safety and health of their 

employees, and will want to do everything thty can to show that they are with 

the Occupational Safety and Health Act. 
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ANSWERS TO QUESTiONS: 
34. Work Area 

35 Advance 
36. Employee 
37 Complying 



38. An inspection can be made if an "IMMINENT DANGER" is alleged to exist in the workplace. An 
imminent danger is a condition or practice that can reasonably be expected to cause death or 
serious physical harm immediately or before the imminence of such danger can be eliminated 
through the enforcement procedures otherwise provided by the Occupational Safety and Health 
Act Whenever there is a high probability that death or serious harm can occur, an 
danger exists. 

An inspection can be requested by an employee by filing a complaint with the OSHA Area office. The 
normal procedure to follow in requesting an investigation is for the employee to send a formal written 
complaint, to the Area Director of OSHA serving locality (the address can be found in Lesson 14). If the 
employee feels an imminent danger ts involved,, the Area Director can be telephoned and informed of the 
danger Howevar,^ this telephone conversation must be followed up by a written request, stating the hazard 
that is involved. If requested, all employee names will be held in confidence. 

39. From the information you have received in the above item, you can see that any 
can request that an inspection be performed in the workplace. 

(Before making any inspection following a complaint, the Area Director must be convinced that there are 
reasonable grounds to believe the alleged hazard exists. The affected employer has the right to a copy of the 
complaint which was filed with the Area Director with the employee's name deleted if the employee so 
requests.) 

ANY EMPLOYER CAN REQUEST AN INSPECTION 

40 Any , as well as any employee, can request an inspection be done in his 

establishment. 

41 When the OSHA Area Director decides that an inspection should be performed, he will send 
a Officer to any establishment to see whether any violations exist. 

The Compliance Officer cannot enter a vyorkplace until he has presented his credentials to the owner, 
operator, or agent of the employer. Legally speaking, if you, as a supervisor, have been authorized by your 
employer as his representative, the Compliance Officer in most instances could legitimately enter the 
workplace aftei presenting valid credentials to you. Before the inspection begins, the Compliance Officer 
will inform the empluyer or his representative that the purpose of the visit is to perform an inspection of 
the workplace. 
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ANSWERS TO QUESTIONS' 
38. Imminent 
39 Employee 

40. Employer 

41. Compliance 



42. The reason an inspection is performed is to determine whether the employer is in 
with the Act 

The Compliance Officer also will outline the scope of the inspection, including: the records to be produced; 
and the procedures to be followed. Keep in mmd that if specific protective clothing is required in a work 
area the Compliance Officer must wear the equipment that is required (such as hard hats, respirators, or 
masks) In some mstanceb the Compliance Officer will have his own equipment, but, in any case,, he must be 
reqiiired t(< wear such equipment before entering the work area. 

43 When the inspection begins, the employer has the right to have an official representative 
accompany the Compliance Officer Employees must also be given the opportunity to have a 
representative, authorized by accompany the Compliance Officer during the 

Usuaily,^ the EMPLOYEE REPRESENTATIVE iS someone who has been appointed by the labor 
Organization legally authorized to represent the employees of that particular establishment. Another type 
of employee representative is one designated by the employees' safety committee. If there are no such 
repfebentdtives, the Compliance Officer will interview a reasonable number of employees to help hjm 
determine whether hazards exist. You should take particular note that m cases where the inspection is being 
done m resfxinse to an employee request, the specific employee who made the request does NOT 
necessarily have to accompany the inspeution party. In fact,, that employee is entitled to complete 
anonymity and need not be identified in any way whatsoever. While you may be very curious about who 
turned m the request,, you have no legal right to have the person identified and are not even authorized to 
request such data 

44 Representatives,, authorized by the employees, accompany a Compliance 

Officer during his inspection 

a. must always 

b cannot 

c have the right to 

45 During the inspection, the Comuliance Officer also can interview ANY EMPLOYEES with regard 
to ipecific accidents or possible v jiations All of these proceduies are intended to determine 
whether the employer is in . with the Occupational Safety and Health Act,. 
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ANSWERS TO QUESTIONS: 



42 Compliance 

43 Them Inspection 

44 c 

45. Compliance 



46 Upon completion of the inspection, the Compliance Cfftcer wiM hold a closing conference with 
the employer or the employer's representative and ?dvise that person of all the condttions and 
practices that might be in violation of the Act. The employer wjII not recetve a citation* at this 
time The Compliance Officer wil! discuss the tnspf ction with his Area Director before any action 
against the employer is taken. Does the Compliance Officer cite the employer for alleged 
violations of the Act immediately after the inspection^ 



a. Yes 
b No 



REVIEW 

Before we talk about citations and proposed penaltit , it might be best to review some of the information 
in this last section 

47 The OSHA representative who inspects a workplace IS called a 

46. The mam duty of a Compliance Officer is to determine whether the employer is in v iolation of the 
^ and . . Act of 1970. 

49 Can a Compliance Officer 'ntervtew employees in the course Oi' the inspection^ 

d Yes 
t No 

50 Whenever there is a high probability that death or series harm can occur immediately, 
an danger exists. , 

51 Can any employee lequesi that an inspection be performed in hrs or her workplace by filing a 
written complaint'^ 

a. Yes 

b No 

52 Both and , representatives muse b'* given the npportunity to 
accompany a Compliance Officer during the inspection 
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46 b. No. A citation for an alleged violation cannot be given until the Compliance Officer discusses 
the findings of the inspaction with the Area Director. Only the Area Director can issue a citation. 

47. Compljance Officer 

48. Occupational Safety Health 
49 a. 

50. Imminent When an imminent danger exists, certain special actions can be taken by OSHA. We 
will discuss them later. 

51. ; a. Yes. Any employee can request the inspection any Vime, but must file the complaint.. (See 

Lesson 14 for addresses.) 

52. (In any Older) Employee Employer 



ERIC 



53. Does the Compliance Officer issue citations and penalties immediately after the inspeciion? 

a. Yes 

b. No 

54 Before citations or penalties are issued, the Compliance Officer must submit the findings of the 
inspection to the Director of OSHA. 

CITATIONS AND FROPOSED PENALTIES 

As previously stated, a citation is not issued by the Compliance Officer. The Complidnce Officer reports the 
inspection findings to the Area Director who determines whether or not your employer is to be cite< 

55. The decision on whether or not to cite an employer or not is determined from evidence as to 
whether the employer is violating any safety or health . 

There /fv three types of CITATIONS and one type of NOTICE that can be issued. These are: 

• imminent danger 

• a serious violation 

• a nonserious violation 

• a NOTICE '^f a de r.nnimis violation 

Imminent danger, as defined previously, refers to a hazard that exists which can cause death or serious 
p^)ysicai harm immediately. 
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53. b 

54. Area 

55. Standa ds 



If an imminent danger exists, the Compliance Officer will inform your employer of the danger. If the 
empJo/er refuses to abate the condttton, the Compliance Officer will inform him a civil action in a U.5>. 
District Court will be recommended to require abatement imniediately. 

56. A situation in which a hazard exists where the death or serious physical harm to an employee can 
be foreseen to happen immediately is called an 

57 If the employer refuses to correct the hazard, an order for the abatement of an imminent danger 
Situation will come from a U.S Court. 

The second type of citation an employer can receive is for a SERIOUS VIOLATION. A violation is 
considered serious if there is a substantial probability that DEATH or SERIOUS PHYSICAL HARM will 
result A significant difference between this type of violation and the first type of violation is in terms of 
how imminent the potential for death or serious injury may be. 

58 The second most hazardous type of violation we have discussed is a _ — _ — 

violation. 



59 If there is the substantial probability that death or serious physical harm will result from a 
volation of a standard, the employer will be by OSHA. 

The third type of violation is called a NONSERIOUS VIOLATION. A nonsenous violation is one m which 
an injury or occupational illness caused by this violation would probably not cause death or serious harm. 
This type of violation is much less serious than the first two types of violations we have discussed. 

60 This third type of violation will also result in a being issued by OSHA. 

A "WILLFUL" viOl3t:cn may exist 'jnder the Act (Section 17 a) where the evidence shows 1) that the 
employer committed an intentional and knowing violation of the Act and the employer is conscious of the 
fact that w^^at he is doing constitutes a violation of the Act, or 2) even though the employer was not 
consciously violating the Act, he was aware that a hazardous condition existed and made no reasonable 
effort to eliminate the condition. It is not necessary that the violation be committed with a bad purpose, or 
an evil intent, to be deemed "willful" under the Act. It is sufficient that the act was deliberate, voluntary 
or intentional as distinguished from those which were inadvertent, accidental or ordinarily negligent. 

Violation of any standard, rule, or order, or the general duty clause, may be cited as REPEATED under the 
Act (Section 17 a) where a second citation is issued under the Act for vio'ation of the same standard, rule, 
or order, or the same condition violating the general duty clause for which a previous citation was issued. A 
repeated violation differs from a failure to abate in that repeated violations exist where the employer has 
abated an earlier violation and, upon later inspection, is found to have violated the same standard. A notice 
of failure to abate "vould be appropriate where the employer has been cited and fails to abate the hazard 
ated within the abatement period. 
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56 Imminent Danger 

57 District If the employer is clearly in the process of abatincj an imminent danger hazard, OSHA 
will not institute court action However, citdtJOf^s may lull be issued for violations of standards 

58 Serious 

59 Cited 

60 Citdtiofi 



vVhen there is a violation of a standard which would not involve an immediate or airect relationship tc the 
safety or health of an employee, the v.olation is called DE MINIMIS*. A NOTICE, rather than a citation, ts 
issued in this event The employer is cited, but no penalty is oroposed. 

61 List t.H' followtmj violations (using letters a. through d.) in terms of seriousness, w'th ihe most 
hazardous violation being d 

• cle mir^mis violation 

• imminent da'i^er 

• nonsenoi's violatton 

• serious violation 

Match the followinq four ty^ws of violations with the appropriate definitions: 

a, this violation of a standard does not involve an 
immediate or direct relationship to the safety or 
health or an employee 

b, this violation of a standard refers to a hazard that 
exists which can cause death or serious physical 
harm immediately or before the imminence of 
such danger can be eliminated through the en- 
forcement procedures otherwise provid<>d by the 
Act 

c, this violation of a standard is one in which an 
occupational injury or illness caused by this 
violation would probably not result tn death or 
serious physical Harm 

d this violation of a standard refers to a substantial 
probability that death or serious physical harm 
will result 
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62 imminent danger 

63 senous violation 

64 nonserious vioiatior^ 

65 de mintmis violation 



ANSWERS TO QUESTIONS 

61 a imminent danger, b. serious violation; c. nonserious violation; d. de minimis violatron. 

62 b 

63 d 

64 c 

65 a 



All Citations for violations that the employer receives must be POSTED at or rwar each place where the 
violation IS alleged to exist. The citation must be posted as soon as i* is received. All citations must remain 
posted until the violation is abated, or for a mm mum of three working days, whichever is LONGER, 

66 Is the employer allowed to remove a posted citation before the violation is aboted^ 

a Yes 

b. No 

When an OSHA Area Director ISSUES citations, he also may propose a PENALTY. When the employer 
receives a citation, he is also notified by the Area Director as to whether or not a penalty is to be proposed. 
Here are a few examples of the possible proposed penalties an employer can receive: 

• senous violation up to $1 ,000 for each violation 

• nonserious Violation: up to SI ,000 for each violai.^ 

• willful* or repeated 

violation: up to $10,000 

• willful violation 

resuming in death: up to $10,000 and/or j.nprisonment for not more than 6 months 

67. As you can see, the proposed , depending on the type of violation, :an be quite 

strict and strong. 

if an employer abates* withm the period specified in the citation for NONSERIOUS vmlation, the 
proposed penalty may be "adjusted" by OSHA to a lesser amount. Generally speaking, penalties may also 
be adjusted downward based on the following considerations: 1| good faith of the employer, 2) past 
history, 31 size of the business, and 4) arrwunt of the proposed penalty. If the employer does not abate a 
hazard in the time specified, an additional citation may be issued which may provide for a penalty to be 
assessed on a DAILY basis until abatement is achieved. 

6a Employers are required to abate the hazard within the period stated in the 

Citation they receive 
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66. b No He must i»'dve tho citation ported until the ha/ard is abated or for at least three working 
d*»v&, »'v»'n ihouqh iho hazard may havr been abated on the first day 

67 Pt-naity Tho jbove (H^t dlitL" wen* y>ven as examples Keep >n mind that there are other penalties 
that can he proposed for violation of the standards. 

68 Abatcmefit 



69 The protK^st^d pmalty js affected by the &ever»ty of the violation As you can sec by the previous 
informatior^ as tht- seventy of the violation inci eases,, the proposed penalti»;s also 



Whni an frnpluvii receives a citation or proposed penalty, the employer may CONTEST*, or APPEAL,, the 
det«sjon l)y WRITING to the Area Director, stating the conpany's mtention to contest. An employer ha«; 
15 WORKING DAYS from tho t»me the citation or propi sed per^alty is received to contest it. If the 
emf^ioyer does not resjK)nd within 15 working d'4ys, the ha/ardmust be abated within the time limit stated 
111 the Citation or he will reuMvt^ addttiona! penalties. In addition, if he fails to contest, Ihe citation becomes 
fi Ml 



/O WhtM an employer feels a citation, or proposed penalty, is jnfust, the employer can 
or ap.)L'dl the Citation oi prOfX)sed per ty 

CtjnsidtM thtb situatioi^ 

• An employer teceives a citation requiring him to provide safety glasses to a group of female 
emj)loyees working in an assembly of)eration Sixteen CALENDAR days after the employer 
rec»»ives the citation, the emp'oyer writes to the Area Director and informs that office that the 
employer wants to contest the citation 

71 Was the employer's notice of inter>tion to contest submitted withm the necessary time> 

a. Yes 
b No 

72 The employer has the legal right to _ any citation he receives. 
THE OCCUPATIONAL SAFETY AND HEALTH REVIEW COMMISSION 

After the Area Director receives a letter *rom the employer, stating an intention to contest a citation or 
proposed penalty, the Area Director has five working days to notify the independent Occupational Safety 
<fc.d Health Review Commission This Review Commission is a three-me^be: panel that acts as an 
administrative a|ud»catory body with authority to affirm, modify, or vacate the original citations or 
jKoposed penalties through 1) hearmjs, or 2) review. If the employer doesn't agree with the Review 
Commission's decision, he may appeal the case to the U.S. Circuit Court of Appeals, within 30 days. 
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ANSWERS TO QUESTIONS. 

69. increase 

70. Contest 

71 a Yes The employe- has 15 WORKING days to notify the Area Director that he wishes to 
contest the decision Even though 16 CALENDAR days had elapsed, that would include several 
weekend {nonworking) aays that do NOT count. 

72. Contest 

73. If an employer contests a citation or proposed penalty, the cast ts first heard by an 
ddministrative law judge of the Occupational Safety and Health 

74. The Act gives the EMPLOYEE the RIGHT to challenge the reasonableness of the abatement 

period specified in the citation As with the employer,^ the employee can the 

commission's decision to the U S Circuit Court of Appeals. 

REVIEW 

Quite a bit of information has been covered in this section of the lesson. The following items are included 
to refresh your memory on the main points of this section. 

75 There are six types of violations that an employer can be cited for Name these violations. 

a d. ^ ^ 

b e 



76 The employer has the right to contest a as well as any proposed 

77 After receiving a citation, the employer has 15 working days to the citation 

78. The written request to contest a citation or proposed penalty is first sent to the . . Di- 
rector of OSHA 

79. The Area Director then sends the written notice of contest to the Occupational Safety and Health 

80 What can the employer do if he does not agree with the decision of the Review Comnission^ 

a. nothing 

b. appeal the decision to the Secretary of Labor 

c. appeal the decision to the U.S Circuit Court of Appeals 
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73 Review Commission 



74 Appeal 



7B ( If) any order) 

a. imminent danger 
c nonsenous violation 
e repeated violation 



b S2r>ous violation 
d. de minimis violation 
f willful violation 



76 Cttation 



Penalties 



77 Contpst 

78 Area 

79 Rt'vu^w Commission 

80 c 



81 The employee has the nqht to co'^test only the reasonableness of the abatement 
specified ifie citation. 

82 The procedures that we have discussed under this section of the lesson have been enacted by the 
Congress of the United States for one purpose; to protect employees from being killed, injured 
or made ill by and hazards m the workplace 

Again, it is important to mention that we have been talking about the "letter" of the law. For the Act to be 
effective.^ everyone must cooperate to provide a work environment that is safe and healthful for all 
employees. You are m the best position to make this an effective law. You are the suDSrvisor; you are the 
most knowledgejble in the actual operation of your work area, vou are the person who can be the most 
effective m ensuring that employees a'o working in a safe and healthful work environment 

Some of the information that has been given to you up to this point is quite technical. If you are employed 
in a large establishment, yoi' may not have to be concerned with some of the requirements of the Act, such 
as recordkeeping (discussed in the next section of this lesson). If you are employed in a ''innalter 
establishment, it is important that you be familiar with the requirements of the Act since you may the 
one assigned by your employer r ) be responsible for certain portions of the Act, Whatever the size of your 
establish m(jnt,. however, ycu should understand the requirements of the Act so that you can educate those 
you supervise on the specifn- responsibilities and rights they have been given by law 

83 As you can see, one of the most significant contributions you can make is to 



those vou supervise with regard to the Occupational Safety and Health Act 
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81 Period 

82 Safety Health 

83 Educate 



RECORDKEEPING REQUIREMENTS 

The Act requires that the employers maintain the following forms on which they will record dati on 
occup itional injuries and illnesses m their establishments These are the records that the Compliance Officer 
may request when a visit is made to your workplace ta perform an inspection 

• LOG of Occupationu. Injuries and Illnesses, 

• SUPPLEMENTARY RECORD of Occupational Injuries and ninesses. and 

• SUMMARY of Occupational Injuries and Illnesses 

The r>ecessarv forms can be obtained from your regional off tee of the Bureau of Labor Statistics. A list of 
the addressee of these regional offices may be found in Lesson 14. 

84 Whenever a RECORDABLE injury or illness occurs in your workplace, a of it 

must be kept 

In the last item, the phrase "RECORDABLE INJURY OR ILLNESS" was used For example, a recordable 
injury IS one that* 

• ends in a FATALITY, or 

• requires MEDICAL TREATMENT other than first aid, or 

• involves LOSS OF CONSCIOUSNESS, or 

• involves a RESTRICTION of work or motion, or 

• results »n TRANSFER to another job 
Examples of recordable occupational illnesses are: 

• acute or chronic illness caused by exposure to environmental factors associated with employment, 
and 

• illness involving a medical diagnosis that the illness is job-related. 

Keeping and using the various recordkeeping forms constitutes such a significant requirement of the Act 
that we will devote the entire next lesson to them. Lesson 3 will help you do two things: 1) prepare you to 
fill out the forms yourself in case your employer assigns that job to you, and 2) show you how to make 
practical use of the data in the forms to identify and eliminate the specific safety and health hazards that 
are causing problems in your particular work area, 
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84. Record 



As you can see from the discussion up to this point, the Act sets many legal requirements and 
responsibihties for both employers and employees However, before we end this lesson, one particularly 
important point should be made with regard to your compliance with the Act. 

It is true that the law reqi; res that specific safety and health standards be followed, many of which are 
quite detailed m their specifications. In fact, there are some severe penalties for not following the law; but, 
more importantly, the Act allows all concerned persons to fulfill an obligation to make sure no one is killed 
or injured because of hazards in the work area We all want to avoid causing pam or suffering to a fellow 
worker or his family. Even if there were no Act at all, any good supervisor would recognize that it is his 
DUTY to protect those he supervises from accidents and sickness. It is the humanitarian thing to do. The 
Act cannot be fully effective until employers and employees fulfill their obligations by assuring that 
employees are working in a safe and healthful environment. 

In this lesson you have leariiod quite a bit about the Act. We have discussed such things as: 

• Standards 

• Citations and proposed penalties 

• The role of the compliance officer 

• Rights and responsibilities of the employer 

• Rights and responsibilities of the employee 

This lesson is an important starting point for the remaining lessons. We have shown the types of violations 
that can occur The remaining lessons will give you practical ways to keep your work area free from the 
safety and health hazards that the Compliance Officer will be looking for. 

You can probably see now, in retrospect, from the information given in Lesson 1 that the Act is the most 
far-reaching piece of legislation yet enacted. It can ensure the safety and health of employees in the United 
States 

To make this law work, employees must want to comply voluntarily with the Act Only when each person 
has made a commitment to comply with the Act will employees be assured of working conditions th?t will 
not cause injury, illness, or death. 

DEVELOPMENT OF STATE PROGRAMS 

Another factor we haven't discussed concerns State jurisdiction and State plans. Let's call it State Programs. 
It means that the Act encourages each State to develop and administer its own occupational safety and 
health program 

85. The Act permits each State to have its own occupational safety and health . 

Since t.ie Act became effective. States with existing occupational safety and health laws continued to 
exercise jurisdiction in situations where they involved issues not covered by Federal standards. The State in 
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85. Program 



which you live may have had comprehensive occupational safety and health laws before the Federal Act 
was passed In that case, your workplace has been subject to both Federal and State inspection On the 
other hand, perhaps your State was not active in this field, several States had no occupational safety and 
health laws. In these States, only the Federal Act has been applicable 

The fact that States with laws or regulations covering gaps in Federal standards could continue to enforce 
them, however, is no indication that ;uch a State has a STATE PROGRAM. A State Program is much more 
comprehensive. To be approved oy OSHA, a State program must be AT LEAST as effective as that 
developed and implemented by the Federal government in response to the Act. 

Even if a State program meets all the qualifications for acceptability, acceptability is not automatic. The 
only way a State program can be accepted is if the particular State develops a plan for implementing its 
own program. The plan must be submitted tc OSHA for approval as stated above. If approved, the State 
assumes responsibility for the conduct of its own occupational safety and health program. Most States have 
submitted, or are in the process of submit^«ng, plans for the conduct of their own program. 

Upon receipt of the plan by the Assistant Secretary for Occjpational Safety and Health, a notice is 
published in the FEDERAL REGISTER announcing that the plan shall be available for review by interested 
persons at three locations: the OSHA Office of State Programs in Washington, D.C." the office of the OSHA 
Assistant Regional Director in whose region the State is located; and the office of the State which shall be 
designated by the State for this purpose. 

Once a State plan has been approved and implemented, all establishments are subject to State regulations 
and inspection procedures The requirements for compliance will continue at least as effective as the 
Federal,^ however,^ there is nothing to prevent States from having regulations covering conditions or 
situations not add'essed by Federal standards. Where state programs are in effect, inspection visits will 
ordmaniy be accomplished by State inspectors rather than OSHA Compliance Safety and Health Officers. 
The role of the latter will tend to be spot checks, or responding to complaints, unless a State defaults or 
does not fulfill its responsibilities according to its agreement. On-going State programs will continue to be 
evaluated by OSHA. 

86 After a State plan has been approved and a State program implemented, inspection visits are 
customarily made by. 

a. Federal Compliance Safety and Health Officers 

b State Inspectors 

c. Usually by both 
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abate 

comply 

contest 
citation 

de minimis violation 
hazard 

imminent danger 



promulgate 



"recognized" 
hazard 



repeated violation 



standard 



-to correct under the Occupational Safety and Health Act; to come into 
compliance with a standard that is being violated. 

-to act in accordance with the Occupational Safety and Health Standards; to 
follow the rules and regulations published in the CODE OF FEDERAL REGU- 
LATIONS. 

-to object to or to appeal a decision made by the OSHA Area Director. 

-issued by the OSHA Area Director to an employer for an alleged violation 
reported by the OSHA Compliance ano Safety and Health Officer during a 
compliance visit. 

—violation ot a standard that does not involve an immediate or direct relationship 
to the safety or health of an employee. 

-a risk« danger, or peril to employees in the workplace. 

—any condition or practice in any place of employment \vhich is such that a 
danger exists which could reasonably be expected to cause death or seriojs physical 
harm immediately or before the imminence of such danger can be eliminated 
through the enforcement procedures otherwise provided by the Act. 

-to issue, establish, or make known officially the terms of a law or regulation 
having the force of law. For example, to publish OSHA rules, procedures, 
standards, and regulations in the FEDERAL REGISTER. 

—a hazard is recognized if it is a condition that is a) of common knowledge or 
general recognition in the particular industry in which it occurs, and b) detectable 
(1) by means of senses (sight, smell, touch, and hearing), or (2) is of such wide, 
general recognition as a hazard in the industry that even )f it 13 noi detectable by 
means of the senses, there are generally known and accepted tests for its existence 
which should make its presence known to the employer. For example, excessive 
concentrations of a toxic substance in the air would be a "recognized" hazard even 
though they could be detected only through t^e use of measuring devices. 

-a violation of any standard, rule or order, or the general duty clause, may be cited 
as repeated under the Act (Section 17a) where a second citation is issued under the 
Act for violation of the uame standard, rule, or order, or the same condition 
violating the general duty clause for which a previous citation was issued. A 
repeated violation differs from a failure to abate m that repeated violations exist 
where the employer has abated an earlier violation and, upon later inspection, %is 
found to have violeted the same standard. A notice of failure to abate would be 
appropriate where the employer has been cited and fails to ab^e the hazard cited 
within the abatement period. 

-a rule, established m accordance with law or other competant authority, which 
designates safe and healthful conditions or practices by which work must be 
performed to prevent injury or illness. 
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-formal approval by OSH A permitting an employer to bypass certain requirements 
of the standards. A temporary variance may be granted if the employer can show he 
is unable to comply by its effective date due to lack of personnel, materials, 
equipment, or because alterations or construction required for compliance cannot 
be accomplished within the specified time, ^permanent variance may be granted if 
he can prove that he is providing safe and healthful working conditions equal to 
those which would pertain if he had complied. Variances may also be granted if the 
employer is participating m an approved worker safety and health experiment, or if 
compliance would constitute a serious impairment of national defense. 



LESSON 3 



RECORDS KEPT BY EMPLOYER 

This lesson will help you to understand the types of information required by the OSHA forms contained in 
the booklet on recordkeeping, as well as how they are to be completed 

THE ACT REQUIRES THAT RECORDS BE KEPT BY THE EMPLOYER 

1. Ai was noted in Lesson 2, every , who is covered by the Act, is required to 

keep THREE types of records. 

INJURY AND ILLNESS FORMS 

Each of the three required forms asks for specific information with regard to work-related injuries and 
illnesses. Look at the booklet on recordkeepirig for an example of the first required form, the "LOG OF 
OCCUPATIONAL INJURIES AND ILLNESSES" (OSHA No. 100). 

As you can see by the title,^ this form is to be used by each employer to record details on each occupational 
injury and illness that occurs in his establishment. 

Please refer to the form while we discuss the "Log of Occupational Injuries and Illnesses" m the Tollowing 
Items. Note that each column is asking for information about an illness or injury to an employee that is 
related to, or caused by,, his job. Before proceeding, turn the form over and read the "Definiti^^ns," "Log of 
Occupationa! Injurses and Illnesses," and "Instructions for Completing" the log. Then return to this lesson. 

The first five columns of the Log require certain identifying information about the injured or ill employee. 
Case or File No. (Col. 1) can be numbered consecutively or as you desire. The remain^ g columns are 
self-explanatory 

2. Columns 6 and 7 ask the employer for a brief description of the injury or illness and selection of 
the injury or illness . 

Columns 8-12 of the Log ask the employer to describe the extent of the injury or illness and also what 
happened to the employee after he was ir^ured or became ill. Take :»pecial care when computing lost 
workdays (Col. 9). 

3. OSHA defines a recordable injury as ANY injury such as a cut, fracture, sprain, burn, amputation 
or other injury that results from a work accident or 'rom exposure in the work environment. If an 
injury results m a fatality, or requires medical treatment, or involves loss of consciousness, or 
involves a restriction of work or motion, or results m a transfer to another jcb, it is considered 

a _^ injury. Injuries requiring only minor first-aid treatment are NOT considered 

appropriate to record in the "Log of Occupational Injuries and Illnesses." 

Occupational illness is any abnormal condition or disorder, other than one resulting from an occupational 
injury, caused by exposure to environmental factors (dust, chemicals, etc.) associateJ with employment. It 
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ANSWERS TO QUESTIONS: 
1. Employer 
2 Code 

3. Recordable 



includes acute and chronic illness or disease caused by inhalation, absorption through the skin, ingestion, or 
direct contact. 

4 Which of the following ts an occupational injury? 

a. A broken arm caused by tripping over a carton 

b. Lead poisoning 

5. An example of an occupational injury is 

a Falling from a platform with no guard rail and spraining a knee 
b. Silicosis 

6. Which of the following is an example of an occupational illness? 

a. A broken leg caused by tripping over a box m your work area 

b. Poisoning by exposure to parathion over 8 months 

7. Sustaining mercury poisoning on the job is an example of an occupational 

8. Whenever an employee is injured or becomes ill BECAUSE OF THE JOB. the employer mu:t keep 
a of the occurrence including the number of workdays lost due to the injury or 
illness. 

Use the following case history to fill in the first line of the Log of Occupational Injuries or Illnesses. 

CASE HISTORY NUMBER ONE 

On Friday, May 19. 1972. John Jones was helping to stack boxes in the label printing department of his 
establishment. John, who rs a stockroom clerk in the procurement department, tripped over a power cord 
and brushed against a stack of boxes, one of which fell on his head and cut open his scalp. He was rushed to 
the hospital where the cuts were repaired with eight stitches. His doctor prescribed two days' bed rest at the 
hospital. On Tuesday, May 23, 1972, John was able to return to work and perform all of his duties. John is 
not scheduled to work on Saturdays and Sundays. 
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ANSWERS TO QUESTIONS 



4 A broken arm caused by tripping over a carton. Lead poisoning, if acquired on the job, would 
be an occupational ILLNESS. 

5. a. Falling from a platform with no guard rail and spraining a krv?e. Silicosis, if acquired on the job, 
would be an occupational ILLNESS. 

6. b Poisoning by exposure to parathion over 8 months. The broken leg would be an example of an 
occupational INJURY. 



8l Log/record. Lost workdays include the number of days an employee would have worked but 
could not because of the occupational injury or illness. The number of lost workdays docs NOT 
include the DAY OF THE INJURY or WEEKENDS. 



Fill in the log using this information; THEN answer the tollowing questions. 
9 What wat the number you chose for Column 9, "Lost Workdays"^ 



Paragraph I: Your answer of four days is not correct. You included the day John was injured plus a 
weekend. When figuring lost workdays, you do not count the DAY A PERSON WAS INJURED or any days 
employee was not srhed«jled to woik. Therefore, John was only officially out of work on Monday, May 22, 



Paragraph II: Your answer of three days is not correct. You were right In not Includir^ the day John was 
injured, but you should not have included the weekend. When figurir^g lost workdays, you do not count the 
DA'»' A PERSON WAS INJURED or any days employee was not scheduled to work. Therefore, John WM 
OHi, counted out of work one day, Monday, May 22, 1972.. 

Paragraph Ml: You are CORRECT since lost workdays DO NOT include the day of injury or days employee 
IS not scheduled to work. 

Using the second line of the log, fill out the form on the following case history. 



7. Illness 



a. If your answer is one, go to Paragraph III. 



b. If your answer is three, go to Paragraph II. 



c. If your answer is four, go to Paragraph I.. 



1977 
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ANSWERS TO QUESTIONS: 



9.. c. 



CASE HISTORY NUMBER TWO 

On Thursday, lune 8, 1972, Melvin E Dovis showed the plant nurw a sevetc ii.flammation of th* $kin of his 
hands. Mclvin is a "mixer" and works m the solvent manufacturing department of his establishment. He had 
been mixing a solvent containing naphtha for the past two months. He was taken to the doctor who said 
the skin condition should clear up tf Melvin stayed at home for a few days and that he should avoid 
naphtha. When Melvin came back to work on Thursday, June 15, 1972, he asked to be transferred to 
another department. His employer agreed and transferred him to the glue making department. This 
establishment is closed on Saturdays and Sundays. 

Fill in the log using this information on the second line. THEN go to the next paragraph. 



LOST WORKDAYS 

10 What was the number you chose for Column 9, "Lost Workdays"^ 

a. If your answer is four, go to Paragraph Vlll. 

b. If your answer is five, go to Paragraph Vll. 

c. If your answer is six, go to Paragraph Vi. 

d. I f your answer is seven, go to Paragraph V. 

4 If your answer is eight, go to Paragraph IV. 

Paragraph IV. Your answer of eight days is not correct. When computing Melvin's lost workdays, you 
should not count the day of the initial diagnosis of his illness, days he was not scheduled to work, or the 
day he came back to work 

Go bacls. to Case History Number Two and recalculate the answer. 



Paragraph V: Your answer of seven days is not correct. When computing Melvin's lost workdays, you 
should not count the day of initial diagnosis of his illness, days he was not scheduled to work, or the day he 
came back to work. 

Go back to Case H"Jtr>ry Number Two and recalculate the answer. 

Paragraph N/l: Your answer of six days is not correct. When computing Melvin's lost workdays, you should 
not count the day of initial diagnosis of his illness, days he was not scheduled to work, or the day he came 
back to work. 

Go back to Case History Number Two and recalculate the answer. 



ANSWERS TO QUESTIONS. 



10. a 

Paragraph VII; Your answer of five days is not correct You were right in not counting the days he was not 
scheduled to work as lost workdays When computing lost workdays, you should not count the day of the 
diagnosis of Melvm's illness or the day he came back to work. 

Go back to Case History Number Tv^ and recalculate the ansv/er. 

Paragraph VIII Your answer of four days is correct. 

Now remove Anachment B, a properly completed log, to see if the rest of your log on John and Melvin is 
correct. 

1 ] John Jones* case »s an example of an occupational . 

12. Melvin E. Davis* case is an example of an occupational 

13 The form on which you have just been practicing is the first of THREE forms required by the 
^ - and Act. 

14 The name of this required form is the of Injuries and Illnesses. 

The second form required by the Occupational Safety and Health Act is called the SUPPLEMENTARY 
RECORD OF OCCUPATIONAL INJURIES AND ILLNESSES (OSHA 101 K 

15 The first required form was called the of Occupationai Injuries and lllr>esses. 

A supplementary Record form is to be filled out for each accident or illness th<>t occurs. 

For an example of this form, tear out the next page. 

As you can see. the Supplementary Record asks for additional details on each injury or illness. 

State Workmen*s compensation forms are acceptable instead of this form if they contain ALL the rtems on 
OSHA 101 or are supplemented to Co so 

Spend a few minutes looking at all the information required on this form 

PRACTICE EXERCISE 

Fill in your form usmg the following information and the infor^nation given orj John Jones found m yuJ' 
log of Occupational Injuries and Illnesses. 

• John's employer is; The American Company. 

• Their address is: 1712 Dale Lane, Anytown, West Dakota. 

• John was hurt at this address. 
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ANSWERS TO QUESTIONS: 
11. I iury 

12 Illness 

13. Occupittonai Safety 

14. Log Occupational 

15. Log 



• John lives at' 1415 East Street, Anytown, West Dakota. 

• He IS 42 years old. 

• His social security number is 100-00-0000.. 

• John went to Dr. Smith m Anytown. 

• He went to the County Hospital in Anytown. 

• The report was filled out on the same day as the accident. 

When you have finished, turn to the next page to see If your answers are correct. You need not have exactly 
the same wording for yoor form as m this example. Your answers, though, should have the same type of 
information as is found in the example. 

We have now done work on two of the three forms required by the regulations which implement the Act. 

16. The first form was called the Loo of _ and 

1 7. The second form was called the Record of Occupational In/uries and IHnesses, 

INFORMATION IN THE LOG 

18. The Log is a record of each occupational or 

MORE INFORMATION IS NEEDED 

19. The Supplementary Record is a form to record information on each injury or 

illness. 



Health 
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OSHA No. 101 
Case or File No. 



Form opproved 
0MB No. 44R 1453 



Supplementary Record of Occupational Injuries and illnesses 

EMPLOYER 

1. Name 

2. Mail address 

<No. and sirecl) K,ily or town) tSuic) 

3. Location, if different from mail address 

INJURED OR ILL EMPLOYEE 

4. Name Social Security No. 

1 First name) ( .Middle name) < Last name) 

5. Home address 

(No. and slrcpl) ^Cily or town> 'Stale I 

6. Age 7. Sex: Male Female < Check one> 

8. Occupation 

< Enter regular job title, not the specific activity he was performing at time of injury.) 

9. Department 

(Enter name of department or division in which the injured person is regularly employed, even 
though he may have been temporarily working in another department at the time of injury.) 

THE ACCIDEN 1 OR EXPOSURE TO OCCUPATIONAL ILLNESS 

10. Place of accident or exposure 

(No. and street) (City or town) (State) 
If accident or exposure occurred on employer's premises, give address of plant or establuhment in whkh 
it occurred. Do not indicate department or division within the plant or estiMuhroent. If accident oc- 
curred outside employer's premises at an identifiable address, give that address. If it occurred on a pub- 
lic highway or at any other place which cannot be identified by number and street, please provide ^ace 
references locating the place of injury as accurately as possible, 
n. Was place of accident or exposure on employer's premises? (Yes or No) 

12. What was the employee doing when injured? 

(Be specific. If be was using tools or equipment or handling material, 

name them and tell what he was doing with them.) 



13. How did the accident occur? 

(Describe fully the events which resulted in the injury or occupational illne9$. Tell what 

happened and how it happened. Name any objects or substances involved and tell how they were involved. Give 
full details on all factors which led or contributed to the accident.. Use separate sheet for additional space.) 

OCCUPATIONAL INJURY OR OCCUPATIONAL ILLNESS 

14. Describe the injury or illness in detail and indicate the part of body affected. 

(e.g.: amputation of right index finger 

at second joint; fracture of ribs; lead poisoning; dermatitis of Mt hand, etc.) 

15. Name the object or substance which directly injured the employee. (For example, the machine or thing 
he struck against or which struck him; the vapor or poison he inhaled or swallowed; the chemical or ra- 
diation which irriuted his skin; or in cases of strains, hernias, etc., the thing he was lifting, pulling, etc.) 



16. Date of injury or initial diagnosis of occupational illness 

(Date) 

17. Did employee die? (Yes or No) 

OTHER 

18. Name and address of physician 

19. If hospitalized, name and address of hospital 



Dale of report Prepared by 

Official position 
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SUPPLEMENTARY RECORD OF 
OCCUPATIONAL INJURIES 
AND ILLNESSES 

To supplement the Log of Occupational Injuries and Illnesses (OSHA .\o. 100), each establishment must 
mamUtn a record of each recordable occupational injury or illness. Workmen s compensatior., insurance, or other 
reports are acceptable as records if they contain all facts listed below oi are supplemented to do so. If no suitable 
report is made for other purposes, this form lOSHA No. 101 ) way be used or the necessary facts can be listed on 
a separate plain sheet of paper. These records must also be available in the establishment without delay and at 
reasonable times for examination by representatives of the Department of Labor and the Department of Health, 
Education and Welfare, and States accorded jurisdiction under the Act. The records must be maintained for a 
period of not less than five years following the end of the calendar jear to nhich they relate. 

Such records must contain at least the folloning facts: 

1) Aboui the employer— name, mail address, and location if different from mail addre- 

2) Aboui the injured or H employee— name, social security number, home address, age, sex, occupation, 
and department. 

3> About the accident or exposure to occupational illness— place of accident or exposure, nhether it was on 
employer's premises, nhal the employee was doing when injured, and how the accident occurred. 

4> About the occupational injury or i///ie55— description of the injury or illness, including part of body 
affected; name of the object o. substance which directly injured the emplo>ee; and date of injury or diagnosis 
of illness. 

5» OM^r-^name and address of ph>sician; if hospitalized, name and address of hospital; dale of report ; and 
name and position of person preparing the report. 



SEE DEFIMT10\S ON THE BACK OF OSHA FORM 100. 



OSHA No 101 Form approved 

Case or File .No. 0MB No. 44R 1453 

Supplementary Record of Occupational Injuries and Illnesses 

EMPLOYER 

1. - Name Tb?. J^§rA<:4?-.Q.'^'?P^JlI 

2. Mail acldress " - A ZiX -?§ 1 e^La^^^^ .Any t P.^D We s t Dakq t a_ 

' No. and street » t City or tot»n> (State) 

3. Location, if different from mail address Same 

INJURED OR ILL EMPLOYEE ^^^^ 

4. -Name ....-JobH J.QneA.. Social Security No. -1.00^00-0000. — 

(First name) (Middle name) tLast name) 

5. Home address -a415„East .Street.. .Anytp.wn West.Dakot.a. 

iNo and street) JCityortown) (State) 

6. Age ^A^ 7. Sex: Male ^ Female (Check one) 

8. Occupation Stockroom a^^^^^ _ 

< Enter rrgular job title, not t*'e >pfcihc activity he wa& performing at time of injury.) 

9. Department Procur^ioeai 

(Enter name of department or di\ision in which the injured person is regularly employed, even 
though hf nia> ha\e been temporarily working in another department at the time of injury.) 

THE ACCIDENT OR EXPOSURE TO OCCUPATIONAL ILLNESS 

10. "lace of accident or exposure ..IJ-lLP-^lf-k^.".?- An_ytown_ .We5.t..Da.kpta ____ 

(No. and <?treei) (City or town) (State) 

If accident or exposure occurred on employer's premises, give address of plant or establishment in which 
it occurred. Do not indicate department or division within the plant or establishment. If accident oc- 
curred outside employer's premises at an identifiable address, give that address. If it occurred on a pub» 
lie highway or at any other place which cannot be identified by number and street, please provide place 
references locating the place of injury as accurately as possible. 

11. Was place of accident or exposure on employer's premises? (Yes or No) 

12.. \lhal was the employee doing when injured? . Helpljija.tp„stack_bpx^^^^ _ 

( Be specific. If he was using tools or equipment or handling material, 

name them and tell what he was doing with them.) 

( Describe fully the events which resulted in the injury or occupational illne??, Tell what 

_ .boxfis^- nne. of. -vhojih _ fall . oil Jtiis_ Jisad 

happened and hoH it happ-ned Name an> object* nr ^^ubstancr^i in\oI\ed and tell how they were involved. Give 
full delaiN c>n all farior- nhu h \f<\ or runinhutrd to thr arriflrnt. ^^fparate '•beet for additional space.) 

OCCLPATIONAL INJLRY OR OCCUPATIONAL ILLNESS ^^^^ ^.^^ 

14. Describe the injury or illness in detail and indicate the part of body affected 

(e.g.:- amputation of right index finger 

. -SCilLl^-rejluirJjlg- ^LtSbt. At it cjies^^_ 

at <rcond j<»int: fracture of ribs: lead poi-oning: dermatitis of left hand, etc.) 
1.5. Name the object or substance which directly injured the employee. (For example, the machine or thing 
he .struck against or which struck him; the vapor or poison he inhaled or swallowed; the chemical or ra- 
diation ivhich irritated his skin; or in cases of strains, hernias, etc., the thing he was lifting, pulling, etc.) 

^^o^*i?*P?Jl€^* II " IIIIII^ IIIIIIIIIIIIIIIIIII 

16. Date of injury or initial diagnosis of occupational illness JAlt 

(Date) 

17. Did employee die? J^Q— . 'Yes or No) 

OTHER 

18. Name and address of physician ..Dr^.-S©iJJlit-Anj^town^^W^^^^ 

19. If hospitalized, name and address of hospital ._Countjr_Hp,SEitaJ_^.-^^ 
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Date of report Ma.y..l9-,. J.972.. Prepared by .CXQUJ-Jiani^JL 

Oflicial position -4^t:ee4>MfRerv4;>-Supa.cvXeor 



ANSWERS TO QUESTIONS: 



16. Occupational 



Injuries 



Illnesses 



17. Supplementary 



18. Injufv 



Illness 



19.. More/additional 



THE SUMMARY OF OCCUPATIONAL INJURIES AND ILLNESSES 

The third form required by the Act is called the SUMMARY OF OCCUPATIONAL INJURIES AND 



Remove the next page, which is an example of this form. Take time to look at the form to see what 
informatton the summary asks for. 

This form is to be used to give a summary of all occupational injuries and illnesses that occurred in your 
establishment during the entire year. 

It IS to be completed at the end of each CALENDAR year.. The summary form, as its name implies, is a 
summary of the information from the Log of Occupational Illnesses and Injuries, 

The employer,^ or his representative who has been authorized by him, must supervise the preparation of the 
annual summary of occupational injuries and illnesses. He must sign it to certify the summary is true and 
complete. (OSHA Standard Section 1904.5(c).) 

Using the completed example of the Log of Occupational Injuries and Illnesses, fill out the summary form 
found on the next page. 

Remember, this fo'Ti is separated into fatalities, lost workday cases, and nonfatal cases without lost 
workdays 

When you are finished, go to the next paragraph.. 
Turn to the last page of this lesson to see the completed form. 
Check your answers to see if they match the example. 
Did you fill out the form correctly^ 

• If yes, skip the next paragraph.. 

• If no, go to the next paragraph. 



ILLNESSES. 
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POSSIBLE PROBLEMS 



If you entered a few numbers in the wrong columns, here are some things to remember about the data you 
just used:; 

• Both case histories involved only lost workdays, therefore both columns 7 and 8 should have zeros 
in them. 

• Of the iwo injuries, the first case was a Code 10, and the second case was a Code 21. 

• The Code ?1 case involved a transfer. 

• The total of occupational illnesses (next to the last row) is the sum of Codes 21-29, and does not 
include Code 10. 

• The .otal of occupational injuries and illnesses (last row) ;s a sum of: 

-Code 10— occupational injuries, and 

-Total-occupational illnesses (21-29) found in the next to last row of the form. 

20 In review, there are three forms that are required by the Act. The first form is the 
of Occupational Illnesses and Injuries. 

21. The second is the Record of Occupation' injuries and Illnesses. 

22. The third form we discussed is called the of Occupational Injuries and Illnesses. 

There are some more th'ngs you should know about the record keeping requirements of the Act: 

• If an accident in your company causes the DEATH of one or more employees, or the hospitali- 
zation of FIVE or more more employees, your nearest OSHA Area Director must be notified 
within 48 hours of each accident that resulted m such death or hospitalization., 

• When a Compliance Officer comes to your workplace, the employer is REQUIRED to let him see 
all of the records we have discussed in th:3 lesson. 



• Your employer MAY be required by the Bureau of Labor Statistics to report a summary of the 
injuries and illnesses that occurred at your establishment during the year.. If the Bureau of Labor 
Statistics sends a report form, it is MANDATORY for the employer to complete and return this 
form within three weeks of the request., 

• When the Summary of Occupational Injuries and Illnesses is made at the end of the calendar year, a 
copy MUST BE POSTED from February 1 to March 1 where employees can see it. Employers are 
required to sign their name at the bottom of the form. 



The enployer is also required to keep records of all erv^oyee exposure to toxic materials. There 
are no special forms required, but the exposure record MUST be kept in the personnel file of each 
affected employee.. The law requires that two types of people can request to see this 
information-the employee and the Compliance Officer. 
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06HA No. 102 



Form Approved 
0MB No. 44R 1453 



Summary 
Occupational injuries and iiinesses 



Eatablishment Name and Address: 









Lost Workday Cases 


Nonfatal Cases WUbout 
Lost Workdays* 




Injury tnd HIdcm Category 


Fatalities 


Number 
of 
Cases 


Number 
of Cases 
Involving 
Permanent 
Transfer to 
Another Job 
or Terroi* 
lution of 
Elmployment 

5 


Number of 

Lost 
worKaays 


Number 

of 
Cases 


Number 
of Cases 
Involving 
Transfer to 
Another Job 
or * emu* 
nation of 
Ejnployment 

8 


Code 
1 


Catetory 
2 


3 


4 


6 


7 


10 


Occupational Injuries 














21 


Occupational Illnesses 

Occupational Skin Diseases or 
Disorders 














22 


r>tst diseases of the lungs 
(pneumoconioses) 














23 


Respiratory conditions due to 
toxic agents 














24 


Poisoning 

(systemic effects of toxic 
materials) 














25 


Disorders due to physical agents 
(other than toxic materials) 














26 


Disorders due to repeated iraumm 














29 


All other occupationfll iUnesses 
















Total — occupational illnesses 
(21-20) 
















Total — occupational injuries 
and illnesses 















U Q 1 1 \ i i 1 } 

*FR TPlaaes Without Lost Workdays— <Iaset retultiiig in: Medical treatment beyond first aid, diagnosis of occupational 
' LiJMiJii^wjjij ^ 01 coiuciousneas, restriction of work or motioii, or transfer to another job (without lost workdays). 

'ft 



ANSWERS TO QUESTIONS 
20 Log 

21. Supplementary 
22 Summary 



There are penalties for filing false documents If a false document is filed, whoever filed it, upon conviction, 
IS subject to a maximum of $10,000 fine and imprisonment up to six months 

All forms mentioned in this lesson can be ordered from your regional office of the Department of Labor.. 
The address can be found in Lesson 14-Resources for the Supervisor. 

The records that your employer is required to keep can be used to benefit you and employees you supervise 
in many ways. One of the most important uses of these forms is for determining where hazards are located 
and how dangerous they are to your employees. If many employees are injured or become ill in a specific 
work area, tms points out that action shoud be taken by your employer before more injuries or illnesses 
result Don't wait until a Compliance Officer comes to your establishment to rid your work area of hazards. 

The Act sets up rules that require employers to comply with safety and health rules, but many benefits can 
be realized if you and other employees rid work areas of hazards for the simple reason that lives may be 
saved by your prompt action 

REVIEW 

23. The Withams-Steiger Occupational Safety and Health Act of 1970 requires that records be kept 
on all recordable during the year. 

24 What IS the name of the form that must be posted in your establishment at the end of the 
calendar year^ 

25 When must you report an accident if it occurs in your work area and causes the death of one or 
more employees, or hospitalization of five or more employees? 

26. The first form discussed in this lesson was called the Log of and 

27 The form that records the most complete information on each illness or injury is called 
the Record of Occupational Injuries and Illnesses. 

28. If requested, all injury and illness __. must be made available to a Compliance 

Officer during his inspection of your workplace. 

29 Does a recordable injury include those cases that require rrinor first aid^ {Note: illnesses must be 
recorded even if there is no treatment.} 

a. Yes 

b. No 

Prompt action in remedying hazards may help to save the of employees you 

supervise 

39 




ANSWERS TO QUESTIONS 

23. Iniuries Illnesses 

24. The Summary of Occupatfona) Iniunes and Illnesses 

25. Within 48 hours 

26. Occupational Iniunes Illnesses 
27., Supplementary 

28. Records 

29. b. No 
30 Lives 



48 

40 



OSHA No. 102 



Form Approved 
OAAB No. 44R 1453 



Summary 
Occupational Injuries and illnesses 



Establishment Name and Address: 



Code 
1 



21 
22 
23 
24 

25 

26 

29 



Injury and Illness ( atrttory 



2 



10 Occupational Injuries 



Occupatiunal lllnesse* 

Occupational Skin Diseases or 
Disorders 



Fatalit:e!> 



U»5>l Workday Cas^s 



N umber 
of 



Dust diseases of the lungs 
I pneumoconioses) 

Respirator) conditions due to 
toxic agents 



Poisoning 

< systemic effects of toxic 
materials) 



Disorders !ue to physical agents 
(other than toxic materials) 



Disorders due to repeated trauma 



All other occupational illnesses 



Total — occupational illnesses 
(21.29) 

Total — occupational injuries 
and illnesses 



Number 
of Ca^rt 
Involving 
Pe'-maneni 
Transfer to 
Another Job 
or Termi- 
nation of 
Employment 



iNonfatal C4i>rs Without 
Lost Workdays* 



Number of 

Lx)st 
Workdays 



1 



Number 
of 
Cases 



0 



5 



Number 
of Case^ 
Involvmg 
Transfer to 
Another Job 
or Termi* 
nation of 
Employment 

8 



>"tal Cases Without l»st Workdays— <^ases resulting in: 



rn ^^^^ wimoui wu,i.u.,.-^«« .««».„s Medical treatment beyond first aid. diagnosis of occupational 

tl\]jL loss of contciousness. restrwtion of work or motion* or traiw^cr to another job (without lost workdays). 
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